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1. B2 4 Job title ( %4k Grade 1-4 / 5B=FRE O #Rk LPL-2) SEAH | 4. ZEEF Area of Consideration
No. of
Stock Control Clerk #342 RECIImENt | B B MLC/IHA REE R (#R%P)
. Current MLC/IHA Employee within
(ﬂ?ﬁlﬁ: %IEE%%H&) Activit
1% Y

X 3 MLC/IHA ¢ (£ B GEENEM)
Current MLC/IHA Employee in
commuting distance

EWFRTORADERENS O No X & Yes
Acceptance at Lower Grade

BERTEERE V&R EFEE Nk Acceptable Trainee level (see block #7):
* P ( ) X B MLCIHARE£ B (27 B £ E)

%4k Grade-3 , EBFHESIHR LPL-2 Current MLC/IHA Employee Japan
Wide
EHR KRR BRZ - HHR EHR :
%ministrative I%]adeﬁ& Service Igecurﬁ'cy& Fire I:|Medical X 4+ &B Off Base Applicant
2. ERFX Activity 5. E FHDFE%E Type of Employment
Naval Facilities Engineering Command Far East X MLC
PWD Atsugi, Production Division (PRA3) 0 1HA
#7515 A Working Place: #&#im/EAREH Ayase, Atsugi Base (] SRS HPT

3. 75 RS Work Schedule (3B 40 EERS] hriwk ) 53 % F Permanent

%J]a"% H Work Day: Mon — Fri [] BB Limited Term
TSR - /A2 Work Hours / Recess: 0745-1630 / 1145-1230 (NTE: )

(] &1 Night Shift X 5% Overtime X Hi3k Business Travel

6. BEFEMAZA Duties

This Position is located in Naval Facilities Engineer Systems Command Far East (NAVFAC FE), Production Division.
Reports to the Division Officer; communication in a bilingual environment is required of the incumbent in order to
performs and executes major duties and responsibilities as listed below.

Major Duties and Responsibilities

1. Responsible for providing storage and distribution operations for Shop Store material; prepares Purchase

Requests (PRs) and initiates procurement action using the Government Commercial Purchase Card (GCPC) to procure
supplies and services in support of NAVFAC-FE. Utilize Single Platform MAXIMO (SPM) to perform work
associated with Stock Control. Determines reorder objectives, analyzes workload requirements, and ensures the
proper allocation of resources. Manages the physical location of on-hand shop store material, conducts shelf-life
management for shop store material and properly maintains the master stock records files. Material supportability
related to the procurement processes.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

6. BEFEAZA Duties (Cont’ d)

Function:

a. Maintains accurate stock records in SPM.

b. Calculates and provides space requirements for new stock.

c. Updates and manages Master Stock Records located in SPM.

d. Manages high and low demand settings for all transactions in SPM.

e. Manages seasonal and lead-time material based on empirical knowledge and demand history.
f. Establishes, modifies and/or deletes shop store records as required.

g. Reviews and analyzes outstanding receipt due file based on the current stock position.

h. Initiates action to follow up, modify or cancel status as required.

i. Maintains and provides shop store database files and inventory reports.

j. Ensures GCPC'’s requisitions are properly logged in accordance with NAVFAC instructions and closed out within
the billing cycle.

Performs causative research and initiates action correct discrepant receipts and erroneous inventory counts located in
SPM. Performs daily quality control of shop store materials; takes corrective action to reconcile SPM discrepancies.

2. Receives all PRs using SPM; reviews and identifies which goods and services must be purchased using PR.
Ensures all technical and financial edits are complete. Convert all PRs into Purchase Orders (POs) for all standard and
non-standard requisitions using SPM for shop store requirements.

Performs the initial National Stock Numbers (NSN) requisitions submission using One Touch Support (OTS) and
conducts Material Outstanding Validation (MOV) on outstanding requisitions; tracks and expedite requirements.
Verifies and updates requisition status in SPM by extracting status from the Requisition Status Table using OTS and
other supply sources. Provide status to customers as required. Assigns and registers new Local Stock Numbers (LSN)
or NSN in SPM. Coordinates and processes all NAVFACFE emergency Walk-thru requisitions through the NAVSUP
FLC Yokosuka Customer Service sub-section as required. Initiates and prepares all MILSTRIP requisitions for
processing.

3. Coordinates with the DLA Disposition Services for the disposal of all excess personal property, and scrap generated
by DoD activities. Manage all excess and excess shop store material using SPM and the Master Tracking Local
Program (MTLP). Ensure all transactions are posted in both SPM and MTLP. Dispose of all excess and recyclable
material by preparing a disposal documents (DD Form 1348-A) for all material in an unserviceable or serviceable
condition. Initiate and prepares turn-in and related shipping using DD Form 1149 for material that require transfer to
other Navy and DOD activities.

4. Maintains and organizes the outstanding and completed requisition file.
5. Performs as Forklift Operator as required. The forklift duties are limited to the warehouse area.

Perform any and all incidental duties as assigned.




7. EREH . BREH Qualification/Physical Requirements

ETOERIDELGEREN
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
(Please see last page for LPL)

HLIAICRSNEFRAMUANICHLET SREBOEFFRNNDELRGYFT . (RRESR)

- GOJ Ordinary Driver's License (Futsuu) with gross vehicle weight less than 3.5 ton.
- Certificate of Completion of Training Course for Forklift Operator
- Must be able to lift up to 44 pounds (20 kg) intermittently to receive materials for stowing and issuing.

BWT 1-4:
- At least one year of clerical, technical or administrative work experience in any field, OR completion of 4-year
college/university in any field.

BWT 1-3:
- At least one year of general work experience OR completion of 2-year junior college/2-year technical school or 4-
year degree in any field.

Non-Japanese Applicants: Only those who possess permanent residential status are eligible. Please attach a copy of
Residence Card (both front and back sides) and copy of your passport to your application.

Former US Military Members: Please attach DD Form 214 Copy (Member-4 copy) to your application. Former
military retirees must first obtain approval for employment under foreign government from the Chief of Naval
Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

B Educational Background : See block #7 | %0875 1& T 5E License/Certificate Required : See Block #7




8. {gH 9 % £ M Application and Associated Documents

*[X] 22 FE i 52 AR 4R Application for Vacancy Announcement, HROY Form 1 (16 Apr 18) *1
*X) H PR 75 #RFEZE Resume of Specialized Work Experience (HROY Form) *2
*MDEE AL Complete * in [ HAEE T Japanese [X] #EET English [] &5 & T4 Either

EEERKE, UFTOWRLLYSFHoO—KLTTFELY,
http://www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html

X REFEE - SIBAE - BTN I E—(7THEHIZZ L HSI5E) Copy of license/certificate (if any in block 7 applies).

X HEEDREH ZFIBAT 5 £ DDE L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, R D& & H*h%4E
BAELLTRIMFHES. CRATEMFEERT ALCPT £7]) ZTOMOIAE. RUKEEAICEHT I2EEHRELT
AIERYET, REZAESHELTHAFLLRAAEORESVDETT,

Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X84 MUIF AT L. HEEOEBESRS FT- KA ZEVREMAHE (12cm x 23.5cm) <EZ#EFRBHH>
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.) <For selection
notice >

X REBENEBXRBETHH L TCLSAIL. [HEICETIEMR] #TEEOWRL LYFH O—FLTTEL,
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN Forms.html

X BAREELUNDAIL, BZH—F (@@E) RU/NX7R— b0 E— For non-Japanese citizen applicants, copy of
Residence Card (both front and back) and Passport .

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

BEICET5IEEE
*1 ZEEIG S A#R Application for Vacancy Announcement, HROY Form 1 (& 2018 £ 4 A 16 HRZEFEA L TTF &L,
Please submit Application for Vacancy Announcement, HROY Form 1 edited on 16 Apr 2018.

*2 HPFIEEFS#EFEE Resume of Specialized Work Experience, HROY Form [&, FREEX. EEILHD LA ZSE
LTTFELY,
Please refer Example on back side of Resume of Specialized Work Experience, HROY Form.

¥ CHRR CTHENERERZEHEZLTULAL, RFEERRK. CARNOREZEIREORRELGY FEA,
Ineligible applicants or incomplete applications will not be referred for consideration.

* BEERVRNISHEIIHUBFR IKF CITIREARERR (RRESHE) BN L,
Please send application and attachments to office to submit address (Please see last page) by 1500 of the Cut Off/Closing date of
the announcement.

*RESNEGESHEEERLLEEA,
Submitted applications will not be returned.

* EEEZLIZIE. BERECIVBMUY LLGHI LBV ETS,
After 1% Cut Off Date, announcement may close due to decision of selection.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

— ‘ _ _ S HLER
& it # L
L& 85 for Job Inquiries IS5 FA#R #0% 5E Office to Mail For Official Use

Current USFJ Employee Current USFJ Employee PDNO:

MitXE etk WMEXRE RH% - FEC-PRA3-003
HAXRBEEREMAEL T252-1101 ##)IIR ™
CNRJ HRO ERAXBEEAREHM AEE HRO Box 12
DSN 264-3427 / 3624 | 3425 Ayase-Shi, Kanagawa-ken
B046-763- 3427 / 3624 [ 3425 CNRJ HRO Box 12
T252-1101
Off Base Applicant Off Base Applicant
NESEE BMEEE - NERISEE IR
FHEEME ERE EER B T 252-0011 #4511 12 EEREIT MR A 1-46-1
Bk FHEEME R EERE EEE R
Zama Branch of Labor Management 1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Organization, Management Section 2 Zama Branch of Labor Management Organization
B046-251-0667 Management Section 2
T252-0011

BETRLELEESNLIEBEFEENR (LPL) LRAIEFTEEZIETEL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

201652 A8ART L YMGERA SN DZEMLC/IHAKZE T, 20165 2H8HANZHITIN-ALCPTREBER 255D A
. TOHBEROBEERLALN TSR T77—H—] Sh, TOADBEIPLLANLE LTEESINET,

For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result

dated prior to 8 February 2016, the attained level will be “grandfathered” and honored as the employee’s current LPL.

TOEIC ALCPT TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) CASEC EIKEN

. Paper Based Computer Internet Based g
I-PLEEM Test Based Test Test
4 — Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
BEROENEET D
3 — Fluent proficiency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1st
R & OSLENEET S
2 — Average proficiency 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560 ~ 869 2nd
FIHRENEET S
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475 ~ 559 Pre-2nd
MEMLRENEET S
Pre-1 — Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(18 BNBROENEESTS
0 - No language proficiency
EFRAZTESLL

PRIVACY ACT STATEMENT {BELAIEERIF#EIZDL\T

AUTHORITY: Executive Order 10450, 9397; and Japan Law Conceming Protection of Personal Information (Law No. 57 of 2003).

S REHTEER T 10450,9397 ; BU BAGK - EABSBORE Y 5iEE (F1 SEXERI+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of human life, safety and property, NOTE: Records will be securely
maintained in either an electronic or paper form.

TEH: NEDEd, T2, UEORELERREDEFDZITERNE LT, BANERERRT 54,

D - ERIIETEX. L L EERICTHEICRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purpases.

FIABA: TRMOERIPER. R CERCENEREHET 55,

DISCLOSURE : Disclosure of this information is volunitary; however, failure to provide the requested information may impede, delay or prevent further processing of administrative actions.

1EHRER EAEROBIRIIER TN, BRINERERE LGOS T-15E. TOROFHREDWIT. B, HEWNIHEELLIBENHYET,

Format revised. 2016-03-08



